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Introduction

TheDSHS CitriRemote and Hosted Application Servezezironment is a multiple server wetnased
approach to offering a variety of enterprise applications to staff who have an intranet or Internet
connection to the DSHS network.delivers desktop applications to authiped users and contractors
after authentication to theDSHS Citrix Remote and Hosted Application Seewigonment.

This user guide is focused on the process of establishing accessD&H Citrix Remote and Hosted
Application Servicsystem by instdihg, initiating and implementing the Cit'i%orkspacd TSR software
on eachauthorized user(s) work or home computenodging in through the Staff Accesage, the Citrix
Workspaceor your Mobile Device.

This user guide is not intendeal assist with any functions within the Microsoft Office Suite or
departmental applications. Instead, it gets you to the point where the applications are available and
operationalviaDSHS Citrix Remote and Hosted Application Sesystem.

Citrix AccesMethods

There are three ways to access th8HS Citrix Remote and Hosted Application Service environment
You can access the Citrix Application(s) through the (1) @igikspaceApplication, (2DSH Staff
Access pageand (3) through your Mobile Device.

Customer Experience Expectations
Descriptions below highlights some of the basic functionality ofiB&lS Citrix Remote and Hosted

Application Servicenvironment.

Printing via Citrix

If you have aunctioning printer at home or work, you will be able to print from D8HS Citrix Remote
and Hosted Application Serviégplication.

Note: If you experience print issues, contact your local IT.

Access Method Printing Capability
Internal (at work) Available

Hard Drive Availability Saving Capabilities
You caraccess andave your documents while working in CitrM/here you save your document may
vary depending on where you are connecting froBeetable belowfor details.

*|f a records requst is received by DSHS, Citrix Home Drives should be included in your search to be
responsive to DSHS Public Records and Discovery requests.

Access Method Local Drive (C) CitrixHome Drive | Mapped Drive USB
Internal (at work) Available Available Available Available
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Saving in Citrix from Work

You can access and save your documents while working in Citrix. If you are working from the office, you
will be able to save to the following drives:

M Citrix Home Drive
1 Any Drive you have mapped from work
1 USB

How to save to your Citrix Home Drive from work
When you access and save your documents in Citrix, you can save to your Citrix home drive. See the
example below on how t o 5s2alvdey Sajdéviriyodr Citrig romerdeive.t t o t

1. nWa d, HRKdick *

2. Cl iSav

Save

3. Doubl eThi€RCi ¢c k

‘E:I This PC
Ll
4, Under “Thi s [DOeddrents s € lod dtert he *
1M This PC
Deskto
’| Documents I
5. Cl isavk’ ,“ your document is now saved in vy

Save |
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How to save to your Mapped Drive from work

When you access and sayeur documents in Citrix, you can save to any drive mapped from your work
PC. See the example below on how to save to a mapp&dditze. Your drive will contain the letter

that you assigned when you mapped the drive from your work PC.

Prerequisite—-Mapped network drives from your work PC must be established prior to logging into
Citrix.

1. I n Wor dlg" cl i ck *

2. Cl iSavk

Save

3. Doubl eThi€RCi ¢c k

‘ El;l This PC

4 Under “Thi s Net@drkDrieéH)e dtol tdree .* You may N
letter.

18 This PC
i Desltop
‘| Documents
4. Downloads
—a Local Disk (C:)
o Music
E Network Drive (H:) |
= Pictures
== Removable Disk (C1)
# Videos

5. Cl isavk’ ,“ your document is now saved in vy

| Save |
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How to save to your USB drive from work

When you access and save your documents in Citrix, you can save to USB from your PC. See the
example below on how to save to a USB driYeur drive will contain the letter that you assigned when
you mapped the drive from your work PC. In this example, the USB drive is (E:).

1. I n Wor dile” cl i ck *

2. Cl iSavk

Save

3. Doubl eThi€PCi c k *

‘ El;l This PC

4. Under “ Thi s Remdvable Bigk (Edfaider. Yoh may have a different drive
letter associated to your USB connection

< |8 This PC

I g Desktop

[ Documents

gL Downloads

b 5 Local Disk (C:)

[+ | W Music

[ o Metwork Drive H:)

| =] Pictures

b “#* Removable Disk (E) |
[ E Videos

5. Cl isavk’ ,“ your document i.s now saved on Vi

| Save |
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Applications available to all

All Citrix users have applications that are avadaly default. The tableelow shows what applications
areavailable to all users at login. Any additional applicgtjeccess will be granted by the
Administration local IT.

Applications Application Icons

MS Office 2016 @ E] @ @ @ @ a-/1
Chrome ¢

Enterprise Vault Search | #&

Windows Explorer

Internet Explorer 11 . 2

Setting Favorites

Citrix now has the ability teet any application(s) asfavorite. This enableshte ability to quickly access
application(s) that have been tagged as a favorite. apicatior(s) areset as a favorite, a folder
named DSHS Citrix will appear in your Start Menu with a link to your favorited application, as well as
show up on the faviates tab in Citrix.Launching the application from the DSHS Citrix folder will initiate
your Citrix sessionBelow is an example of setting Word as a favorite.

1. In the Start MenuOpen CitrixNorkspace

@y Citrix Workspace

2. LocateWordi n t he useDétadls" Apps, click *

E =

Word 2016

3. Sel addffoFavorites, c | Clc® 2 Nihbddviedyourfavorites
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ik

El Word 2016

i Open I{ [ Add To Favorites II

Microsoft Wordwill be available ityour Favorites Tab. In addition, any app/our favorites
wi || be available in the Start Menu und

Favorites Téh: Start Menu

DSHS Citrix
New

A

Word 2016
well o

Word 2016

2 Type here to search

Enterprise Vault (URL)

The Enterprise Vault is not availalléhin Outlook. You will need to access the Enterprise Vault

through the Enterprise Vault Search dipption icon in the Citrix Apps Tab

Enterprise Vault
Search da

Enterprise Vault Search

Skype for Busines3ptimization AdeOn

Skype for Business is available through DSHS Citrix Remote and Hosted Application|Setalioey

Citrix Skype for Business Add enhances your Skype for Business experience by optimizing
communication betweengur device and the WA State Skype for Business infrastructiatewill need

to install a Citrix Skype Adih tool on the device.Contact your local IT if you need assistance installing

the Skype for Business Adad tool. Below are the links for instatiy the Skype addn tool:

9 Citrix Skype Addn for Windows
9 Citrix Skype Addn for Mac

1 Citrix Skype Addn for Linux x64
1 Citrix Skype Addn for Linux x32
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Prerequisites

Remote Access Requeg You will need to complete the Remote Access Request and Agreemer|
and Agreement foomget your manager’'s approval,
Administrations Authorized Requestor. The form can be found on the
DSHS Forms pagerm number (03443) FormRemote Access Request
and Agreement

Note: if you already have Citrix, you will not need to fill this out.
CitrixWorkspacd . TSR | CitrixWorkspacd.TSRs required on your work PC to connectDSHS
Citrix Remote and Hosted Apgtion Service environmentYour Local IT
is responsible for installing the CitkiXorkspacd.TSRN your work
machine (or work mobile device). If you have issues with your Citrix
Workspacd TSRt work, contact your Local IT support.

Logging into theDSHS Citrix Remote and Hosted Application Service

Environment

There are three ways to access the DSHS Citrix Remote and Hosted Application Service environment.
You can access the Citrix Application(s) through the (1) @igikspaceApplication, (2) DSHRaff

Access Page, and (3) through your Mobile Devisadow explains the three methods of logging into the
DSHS Citrix Remote and Hosted Application SerYiga.can choose from any of the following options.

First time bgging irto Citrix from Workusing Citrix\workspaceApplication(Internally)
The following instruébnsexplain how to log into Citrix from Wof&r the first time(Internally). You will
need to make sure you have all tReerequisitebefore you carstart this process.

1. In the Start MenuOpen CitrixNorkspace

@; Citrix Workspace

2. Click the drop down arrow next to the search bar. GR O 2 dzy (i & X ¢

Refresh Apps

Accounts...

3. ChecktheboxD{ | { Ly, i SONORlctké *
Note: If DSHS internal is not listed as shown below, contact your local IT.
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@

Add or Remove Accounts

On | Mame Description
DSHS (Primary)
Add.. || Remove..

oK l

4. You will be prompted for your credentials, enter them here. Checkifeenember my
LJ- & a gchadl®ax and clioch2 3  h¥6d may not see the login request as shown belg
if your local IT has automated the process on your behalf.

@

User name: |waitah

Password: |uuuuuo

Remember my password

I| Log On |I| Cancel
| —]

E Secure connection

5. Close the CitrixWorkspaceoy cl i cking the “X” in the t

hnge

Refresh Apps

Accounts...

6. Inthe Start MenuOpen CitrixNorkspace

@) Citrix Workspace
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7. Youwill now see all of th®SHS CikiRemote and Hosted Applicatiotimat are available to
you. If your hosted application is missing, contact yicagal IT.

All Categories

All Apps

@ Details ‘. Details flq Details

Access 2016 Chrome Enterprise Vault Search

Details / J Details @ Details
A=

i

Excel 2016 Internet Explorer 11 OneNote 2016
aa Details @' Details @ Details
Qutlock 2016 PowerPoint 2016 Publisher 2016

Daily Login to Citrix from Wouksing the CitrixNorkspaceApplication (Internally)
The following instruéonsexplan how to log into Citrix from wrk on a daily basis (Internally). You will
need to make sure you have all tReerequisitebefore you can start this process.

1. In the Start MenuOpen CitrixNorkspace

@ Citrix Workspace

2. Youwill see all of thdDSHS Citrix Remote and Hosted Applicatibat are available to you. |
your hosted application is missinggntact your dcal IT.
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@ Citrix Workspace - a x®
Wa
-? Y Departm
7 & Health
All Categories Qs
~
All Apps
@ Details ‘. Details drlq Details
Access 2016 Chrome Enterprise Vault Search
x % Details / A Details Details
A
Excel 2016 Internet Explorer 11 OneNote 2016
aﬂ Details @I Details @ Details
Outlock 2016 PowerPoint 2016 Publisher 2016
DSHS Cit DSHS Citrix DSHS Cit v

Login to Citrix from Web Browsat work (Internally)

The following instruéobns explairhow to log into Citrix from work through your web browser

(internally). Uselnternet Explorer, Chrome, Firefox or Microsoft Edge. You will need to make sure you
have all thePrerequisitedefore you can start this process.

1. Open up a web browser and navigateQ8HS Staff Accebstps://www.dshs.wa.gov/staff
accesy

,ﬁﬂ' Washington State Department of Social and Health Services

Staff Access
@ New Remots Q i
4
o ﬁ id ‘l .i
V] (il
m l-——uu--
ol iosg @ ) =

2. Click “Access Citrix from office”
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Access Citrix from office

3. Enter your User Name and Password

4. Youwill see all of thdDSHEitrix Remote and Hosted Applicat&that are available to you. |
your hoged application is missing, contact yoocél IT.

@ Citrix Workspace - a x®
H = 88
- oo v
DESKTOPS APPS
All Categories Q. Search All Apps
All Apps
@ Details ‘. Details drlq Details
Access 2016 Chrome Enterprise Vault Search
DSHS Citrix DSHS Citrix DSHS Citr
Details 3 Details @ Details
Excel 2016 Internet Explorer 11 OneNote 2016
DSHS Citrix DSHS Citrix DSHS Citr
aﬂ Details @I Details @ Details
Outlock 2016 PowerPoint 2016 Publisher 2016
DSHS Citrix DSHS Citrix DSHS Citrix
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Login to Citrix from Mobile Device at wdilkternally)
If you would like to log intthe DSHS Citrix Remote and Hosted Agapion Serviceising youDSHS
managed mobile device, you will need to use RSA token issued from your local IT.

The following instructions explain how to log int
Citrix from Home through you©S Mobile
Device(Internally). You will need to make sure
you have all theéPrerequisitedefore you can
start this process.

The following instructions explain how to log int
Citrix from Home through youkndroid Mobile
Device(Internally). You will need to make sure
you have all thé’rerequisiteefore you can
start this process.

i0S
1. Open the Apple App Store

Android
1. Open the Google Play Store

Play Store

i0S Android
2. Se ar c@GtrixWorkspateé  aselatt 2. S e ar c @GtrixMWorkspaté
“CGET
<& Citrix Workspacel
| Q. citrix workspace (%] |Cance| @
Citrix Workspace
b‘u;m‘,iSA GET
Yook dk Y, S e I msia”n “
‘‘‘‘‘ —— s \ @ Citrix Workspace
Cm- oo
- T
i0S Android
3. Once the download is complete, select 3. Once the download is congte, Open Citrix

“OPEN

Workspace.

©

Workspace
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Citrix Workspace -
@: o
7._.,”_
Touch | D Pr banjow: tChe o
step to Enable Login with Touch ID.
i0S Android
4. Sel &ait” “t et Started 4. Cl| iAdow” “ @eny'* on t he 4
Citrix Receiver is now that you receive.
Citrix Workspace app
B Allow Workspace to access
- e e = photos, media, and files on
your device?
18 g0 O
v, Allow Workspace to make
and manage phone calls?
:
Citrix Workspace app extends the \!’ Au:;" ?Wksw to record
capabilities of Citrix Receiver, making it CEEE
even easier for you to stay productive. . -
[ =
9 Allow Workspace to access
this device's location?
@ Citrix Workspace
Sel &it” “
- -
Got it
Securely access your favorite apps Sel &at $tarted
and services in one place and access
them anytime on any device
Gret Started
i0S Android
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5. Ent e rAddrekse “
https://citrixmfa2.dshs.wa.gov
Sel éEcytij X‘deéé

To get started, enter your company
email address or Store URL

https:;‘;’citrixmfa2.dshs.wa.gov|

Use smart card

|

5. Ent e rAddrekse “
https://citrixmfa2.dshs.wa.gov
Se |l éomtinue™

To get started, enter your company email

address or Store URL

I https:// citrixmfoz.dshs.wa.gov I

[[] Add account type as Web Interface

i0S
6. EnterUsername PasswordPasscode Select
“dgnin’

Signiin

Enter the Username and Password
waitah
sesssssssee

[ =

PasscodeYour Passcode is from the RSA Toke
Software, RSA Token Hardware, or RSA Mobil
Token. If you do not have an RSA Token, pled
contact your local IT.

Android
6. EnterUsername PasswordPasscodeSelect
“9GN ON

& Signin

Enter your credentials

User name

testuser]

©

o

PasscodeYour Passcode is from the RSA Toke
Software, RSA Token Hardware, or RSA Mobil
Token. If you do not have an RSA Token, pled
contact your local IT.

i0S
You have now successfully logged into DS
Citrix Remote and Hosted Application Serv
from your i OS MoDSHS
Citrik™''t o view your av
Browsers, Intranet Sites, Tools, Office Suite
Business Applications

Android
You have now successfully logged into DS}
Citrix Remote and Hosted Application Servi
from your Android Mobile Device. Select th

me n u Ear" “t o view yd

Internet Browsers, Intranet Sites, Tools,
Office Suite, Business Applications
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DSHS Q

DSHS Citrix

Citrix Workspace”

. ] Home

i Apps

G Desktops

Example of DSHS Citrix Remote and Hosted
Application Service on iOS

Example of DSHS Citrix Remanel Hosted
Application Service on Android

{ DSHS Citrix ~ Office Suite Q
Ez Access 2016 + v ® ¥ o
da Enterprise Vault Search + ﬂ
ACD AD Password Reset
Excel 2016 +
r O * ®
E@ OneNote 2016 +
ai' Outlook 2016 + u
ADSA Intranet Access2016
®|  PowerPoint 2016 +
3 % ® # ®
@ Publisher 2016 + ﬁ 7
. Active Directory
@ Skype for Business 2016 + Aces Online Users and
Computers
@ Word 2016 ik
¥r ® * ®
Barcode _E.
- Barcode CACHE Client
HH
AppS
—

If you expeience issues with Citrixt work,contact your local IT for assistance.

References

DSHS Citrix Remote and Hosted Application SerfA&€®

DSHS Inventory of DSHS Citrix Remote and Hosted Application Service
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FAQ

What is the cost of DSHS Citrix Remote and Hosted Application Service?
There are no additional chargeback costs for using the DSHS Citrix Remote andAgp8tadion
Service. Costs are part of the monthly network connection charge.

How do | update Citrix Workspace?
If you are using a DSHfnaged device, contact your local IT to update your Citrix Workspace.

How do | add a new application to Citrix lsted Applications?

If your Administration wishes to add an application that is not currently published in Citrix, please
contact theEnterprise Technology Service Desth a shortdescription of what application your
Administration would like published. The Citrix Team will contact you directly to complete your
Admini stration’s request.

How do | add an existing application to Citrix hosted Applications?
Contact your local IT teave an existing application added to your list of Citrix applications.
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